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Overview 
Once a request for access has been reviewed and approved these are the steps needed to grant the role to the person 

 

Add application role for a person 
 

Step 1: From the Home tab select the Entity Administrator link for the Entity ID where the application needs to be added 
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Step 2: Based on the request for access, enter the name of the person who should be granted access to the application 

in the Search for box. 

Step 3: Select magnifying glass to search. 

 

 
 

 

Step 4: Select the Name 

 

 
 

  

Penny, Ashely 
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Step 5: Select Relationship tab. 

 
 

Step 6a: Select the box in front of Display Name; this will put a check mark in the box. 

Step 6b: Select Edit. 

 
 

Step 6a: Select the box in front of Display Name 

 

Step 6b: Select Edit. 
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Step 7: On the ADE Roles to Add row select the image that looks like pieces of paper (Browse) button. 

 
 

A list of all the application roles available to be assigned will be displayed. 
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Step 8a: Select the box in front of the Display Name; this will put a check mark in the box. 

Step 8b: Select OK 

 
 

This will populate the ADE Roles To Add box. 

Step 9: Select OK. 

 

Step 8a: Select the box in front of Display Name 

 

Step 8b: Select Ok. 
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Step 10: Select Submit to add the access 
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This will take you back to the Relationship tab. 

To view/verify the new role was added to the person you will need to repeat the steps 6a and 6b: 

Check the box in front of Display Name. 

Select Edit. 

 
 

The screen will now display, ADE Role(s) assigned to the person.  

 
 

Your job is complete, new Role has been added to the person.  

Step 6a: Select the box in front of Display Name 

 

Step 6b: Select Edit. 

 


